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TAB A

SFFICE OF THE PRASONNEL LIRECTOR (CIA)

1., Hssponsidble for the administretion of an Agency-wide person-
nel program inclwiing the recommendation of personnel policiss, regu-
lations and standards.

2. Besponsibls for the effective operetiion of progrems of per-
sonnel procuremsnt, placemsat, persennel relstiocns auxi welfare, classi-
fication, peychological testing and svaluatiocn, career development,
and procurement and assigmment of military perscnnel,

3. Maintenance of reocordkeeping amd reporting opsrations.

ke Inspection and review and evaluatiom of all phases of per-
sonnsl ranagement activity wherever performed in the Agenay.

S. HRepresents the Agsnoy oa personnel watters wiih the U. S,
Civil Service Commission, The Federsl Fersonnel Council, the Selsc-
tive Service System, the Department of State, iepartaent of Lefense
and such other agencies a8 msy be designated,

6. Coaducts such research in the field of personnel sansgement
as required in support ef soperstionsl progrems.
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SEGULHIy 7 FORMATION TAB B

ASSISMANT CHIFF O sl 8 ISTOATION i)/P ALMIN

With respect to all personnel mallersy

1. Assures conbiauing ellsctiveness aml progressive improve-
ment in personnel support activities in which the LU/P has interssts
through: the donduct of continuwus wonitoring of such &otiviiles,

2. Conducts such surveys, studies and conferesces &t a high
Jevel &85 are necessary in developing appropriste informetion, data
and recormendations comcerning rroblems of s personpel support
nature,

3. Heviews operaticns and activities of the clandestine services
in order to cetermine whare jersonael Tuppe:t weaknesses or ¢aficien~
cies exist in order to improve efficienciss and effect economies.

L. Ferforms such technical and staff supervision and coordink-
tion as may be mecetsary Lo Lasure appropriate perscunel support far
the clandestine services.

S. Collaborates with personnel support elements in the develop-
aent aind interpretation of personnel pelicies relutive to clandestine
services.

,Vf‘ﬁ i ~€"v§"\-* N ZRP&E}RMAT’,"
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SECURITY INFORIATH IAB C

ADMIKISTPATIVE BUFPORT FO & NER DIVISIUN
(HE&?GIA Bulletin Nc. 25, 10 bept 52)

1. Effective this date the Aidministrative Staff, KEA, will be
responsible for &1l sdministretive actions necessary to support the
Division's activities, both in the field and the U.S,

2. The Administrative Staff has three sections: Fersoanel,
Supply and Services and Budget and Finaace. These sections will per-
Torm the following duties in close coordination with the appropriate
country and staff branches:

a. Persoanel Saction will be responsible for the acoomplishe
ment of &1) sctions necessary on personnel within NEL I'ivision's respon-
$ibility to include:

(1) Isecruitment

(2) Promotion

{3) Assigument and reassiguuout
Testing snd assessxnent
freining

IUareer Shnagseent | 25X1
Agent contructa
fmpleyee relations

P £ N
\O Cu=t ONASL B
St St e oot St

ve Supply aad Services Seetion

¢. Budget and finance Secitden

3. The Chief, Administration Staif, will alszo seirve as the prin-
cipal plenner and advigor to the HEA Livision Chief on personnel,
supply and service, budget and Iinance maiters, and organizational
and manugement problems.

4. In the discharge of these responsibilities, the Administre-
tion Btaff is the authorized channel for liaiseon with a;propriate CIA
stalf elements and will also maintain close lisison with branches and
staffs of the UHEL Divasion, ALY branch pessonnel sre requested to
release, upon request, such administretiive documents as become neces-
aary to the discharge of the responsicilities of the Administrative
3tarf,

/s/

25X1
et ‘
Lavision of Hear East 5
and Arvics i
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TAB D

ADKIN(GT . ATIVE ROSISTANT — BRAHCH (REA-S)

Set up and weintein Headquarters and Field Personnel records for
the entire Branch. Information in redgords inclwies all biographic
datea on personmel, CIA Training, grede inoreases, duty stations, eto.
Xeintain similer records on all Staff and Contraot Agents for NEA-S.

Responsible for an up-to-date record of all personnel actions
initiated by the Hranch Chief and contimuous follow-up to ascertain
progrens made on suck ections,

Maintain & pseudonym file of ieadquarters and Fisld Personnel
for use of Branch Chief,

¥ainterin a Field Agent file for all HFEs-5 Ststions for use of
Branch Chief,

PROJECT - CASE « DFEIATIONS CFFICER

Hesponsible for the development and functioning of operetional
support to include training, briefing, debriefing, providiuag cover,
initiating requests for personnel actions and dispetch of field
personnel to the area of operations,

Initiation of cables and field dispatches in connectlion with
proper administrative and/or operationsl matters.

Give constant attention tv the proper Iinancial and personnel
administraticn of the preject.

(The above is a condensation of current job descriptions on filse,
pertinent to perscuns) functions. They are offered to show the
duplication of effort veing performed by Administretive Assistants,
Case Officers, and the Persounnel Section of the Division,)
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SEuhn Y INFORMATION

PRl anil ZDCTION - NEA

Title Ho. Grade |

Actg. Fers. O, 1 GS-9

__Mslitary Pers. & Trng. Hecords and Trans.
Title fo, urade| fitle lg, GOrade
Pers. & Irag. 0. 1  Uo=9 Pers. O. I G5-6
feidilitary Pera, . 1 G0LT Ferz, Clark 1l GS-=5H
Admin. ksst. 1G85 Pers., Clerk 1 GS-l
wClerk-Typist 1 GS-4
# Detailed
6 ~ hezular
2 —~ Detailed
CET |
o A
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R PR TAB B2

HECHY UF UVBRTLSE - VERNORKEL SECTION

Overtine hours

Title Lrade 1 Jan ~ 15 ¥arch
Acting Parsonnel Officer (S«9 82
Fersonnsl & Training Officer G5-9 21l
Tersorniel Officer 0S5 32
Administrative Assistant G8-5 8
Fersonnel Clerk (5-5 15
Personnel Clerk GS-h ' 15
wiilitary Personnel Officer aS-7 Ll
sClerk-Typist GS-l | )
Total Overtine (24 mos.) 110 hours

30 ¢ 25 z 164 bours per month.

% Detalled to Fersonnel Section,
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SECURITY INFORMATION

PKESENT’ PRocepyRE _FoR Qezung REQUESTS
B_RANcH BENIOR ST -

PERSONNEL OFEICA Ei1-PP-pm-Tss | Direetor TRAININE

INITIATE COMP LETES

TRAININ G TRAININ

REQLEST REQUES
W oan JUNES | THRY COMPLETES

- I3 8Y Fillu

INCAPSINE ANO fuqﬁig '72 rmuf
2eKS MNE 19 To ib;si1gneo By
1CATE TRAINING -] PERSCNNEL AND
(UIRED (S€€ ATWN.FeRM TRAINING C.

REVIEW
AND Ass/suf ,
)APPRJVAA JNDIVIDUA
OF
 REQUEST |

@;commswzo FRCCEDURE FoR TRAINING REQUESTS
BRANCY

SENIOCR STAFE
CERSONNEL  OFEICELE] ~ PP~ PM - T3S

DigEcTor TRAKING

REWIE;Wb REVIEWS ASSIENS
AND AND INOIVIDCAL
oN Tkl_xg»;y APPROVE APP ROVES T
REQUY REQUEST] REQUEST

4
SEGURITY INFORMATION
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SECRET F-is
] SECURITY INFORMATION
TRAINING REQUEST
THREE COPIES OF THIS FORM SHALL BE FORWARDED TO TRAINING (COVERT) TO REQUEST TRAINING.
1. NAME OR PSEUDONYM (CHECK WHICH) LAST FIRST MIDDLE
[1 [ =
(] wurs.
(I Miss
2. AGE 3. GRADE (GS OR RANK) 4. DATE OF REQUEST
5. DATE TO REPORT FOR TRAINING 6. SECURITY CHECK COMPLETED:
TOP SECRET SECRET ]:] PROVISIONAL[ ]
7. OFFICE DIVISION BRANCH
8. RESPONSIBLE DIVISION OR BRANCH OFFICER EXTENS 10N BUILDING TROOM NO.
LAST NAME FIRST MIDDLE
9. DESTINATION 10. DATE OF DEPARTURE

11, PROJECTED ASSIGNMENT WITH SPECIFIC DETAILED AND CONCRETE DESCRIPTION OF DUTIES

12,

EDUCATIONAL HISTORY:

_ COLLEGE

DATES ATTENDED

IMAJOR suBJECTS

DEGREES (IF ANY)

13.

SIGNIFICANT OCCUPATIONAL HISTORY (INCLUDING MILITARY SERVICE)

DATES

EMPLOYER

DUTIES

0

ST' BACKGROUND IN INTELLIGENCE ACTIVITIES INCLUDING DA
SCRIPTION OF ACTIVITIES.

TES, ORGANIZATION, LOCATION, AND GENERAL

SECRET
SECURITY |INFORMATION

Approved For Release 2006/11/08 : CIA-RDP57-00042A000100200011-4

(48)




Approved For Release 2006/11/08 : CIA-RDP57-00042A000100200011-4 -
SECRET -

SECURITY INFORMATION

15. List Previous Intelligence Training, Including Dates, Organization or Institution,
and Location.

16. List Foreign Travel and Residence, and Reason Therefor, including Countries and
Inclusive Dates.

DATES COUNTRY REASON

2 1A 14a

17. Indicate Training Required (By Check Mark)

* If Branch desires specific assignments, please indicate in remarks.
** Please indicate in remarks other type of training desired.

18. - Remarks

ivision or Branch Officer (Si:gnature), 20. Training Liaison Officer (Signature)

©

SECURITY [RFORMATION
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STANDARD ForM G2
PROMULGATED BY THE

0, 5. LIVIL SERVICE COMMISSION
JANUARY 19%¢—FEDERAL PERSONMEL

""" REQUEST FOR PERSONNEL ACTION

Appfoved For Release 2006/11/08 - CIA-

?PS?
LT

-

REQUESTING OFFICE: Fill in items 1 through 12 and A through D except 6B and 7 unless otherwise instructed. -

If applicable, obtain resignation and fill in separation data on reverse.

1. NAME (Mr.—Miss—Mrs.—~One given name, initial(s), and surname)

2. DATE OF BIRTH

3 REQUEST NO.

4 DATE OF REQUEST

§. NATURE OF ACTION REQUESTED:

A PERSONNEL (Specify whether appointment, promotion, separation, etc.

)

6. EFFECTIVE DATE
A PROPOSED:

B. POSITION (Specify whether establish, change grade or title, etc.)

B. APPROVED:

7. C.S. OR OTHER
EGAL AUTHOR-
ITY

FROM—

[ | reo

| | DEPARTMENTAL

8. POSITION TITLE AND
NUMBER

4, SERVICE, GRADE, ANO
SALARY

10. ORGANIZATIONAL
DESIGNATIONS

70—

|_'| FIELD

I ‘ DEPARTMENTAL

A REMARKS (Use reverse if necessary)

B. REQUESTED BY (Name and tit/sFr<”’

tak

C. FOR ADDITIONAL INFORMATION CALL (Name and telephone extension)

Signature:

D. REQUEST APPROVED BY

Title:

13. VETERAN PREFERENCE

NONE | WWII |OTHER] 5-PT.

10-POINT |

DISAB.

orusai

NEW | VICE § L. A.-]REAL.

14. POSITION CLASSIFICATION ACTION

15. | 16. | 17. APPROPRIATION = =

16, SUBJECT TO C. S.
RETIREME

19, DATE_ OF APPOINT-
* MENT AFFI .

20. LEGAL RESIDENCE

SEX |RACE REMENT ACT DAVITS. :
FROM: (YES—HO) - - (Accessions oNLY) - | [] CLAIMED - [] PROVED
T0: . STATE:
21. STANDARD FORM 50 REMARKS
22. CLEARANCES INITIAL OR SIGNATURE DATE . | REMARKS:
A

B. CEIL. OR POS. CONTROL

C. CLASSIFICATION

D. PLACEMENT OR EMPL.

E.

F. APPROVED BY

16—57339-3
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23. RESIGNATION

e . DATE
 I'RESIGN-FOR THE FOLLOWING REASON:
MY LAST WORKING DAY WILL BE
(SIGNAW
24. SEPARATION DATA
[FORWARD COMMUNICATIONS, INCLUDING SALARY CHECKS AND BONDS, TO THE FOLLOWING ADDRESS:
ML) i I S ) : MGG

T I BRIEF DESCRIPTION OF DUTIES ~ =

(If pertinent!

EDUCATION AGE RANGE SEX
Essential:, { . S A S
- s
Desireds ~ . oA .
- [‘, d‘y:\ .
ESSENTIAL QUALIFICATIONS (Experience, Skills, languages, Afea Knowledge, etc.)
i .
] i

DES IRED QUALIFICAT_[ONS (Experience, Skills, languages, Area Knowledge, etc.)

' {
R * . . R —k . U. 5. GOVERNHMENT PRINTING OFFICE 10,—573@1
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SE(!JRHI INFORMATION
FRESENT __FROCEDURE

st ST LTS TS
: REONNEL | ADMIN 4] STAFK DI .
)A.’AA&/-/ OFFICE NEA F/-PP-PM CHIEF F/~pp‘-m ACTS
TSSENTIAL
FOR INFO.
CUTRACT _
/— \/
' FTWOo AINE
MEMO
F’R‘EL’AKED
PeRrs. O,
e ——
. 74
NTRACT CONTRACT CONTRACT
NFO /NFO 1IN R
e k/

RECOMMENDED PROCED EaT Courracrss
PERSONNEL DMIN ) DiviSio ENKR S SBETAL
JANCH OFFEICE NEA STAE M | CHIEE £1-pP-Pr4 | CONTRACTS
TESENTIAL
Vf:ooaém " INFO M jnce B wre WY 1wFo
ONTRACT |
= L/—A P, ET

SEQURITY. INFORMAYION
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XII. Term

A,
B.

Ce
De

E.

— Iy

S-E-C-R-E-T
Securily Information

Duration of contract

Effective date of contract:

(1) On exccution (check) ~ (2) Other (specify)

Renewable; Yes Vo
Termination Notice

(mumber of days, if any)
Forfeiture of return travel for resignation prior to contract
term. Yes No (Explain)

XIIT. Additional or unusual requirements, justifications or explanations.

XTIV, Will agent take title to CIA property? Yes No
/
Aprroving Officer Signature of Case Officer
-l -
3~E~-C~R~E-T

Approved
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: / ! .
SEBURITY INFORMATION _
PRESENT  PROCEDURE FoR PERSowNEl_ AcTions (Form $2)

PERSONNEL | ApMIN .
IRANEH | oFFies | NEeA C/NER oo/p Arwi|  ppe

ML; MESTM@ APPRCVAR

RE&Y oF
PR soNN £ MEMO
AcTioN

MrEpmo

[PERSONNEN cor
AcTieN Form FORM ORM FeRM
(FoRM 53) Ay Sa s o

PREPARED

\
/Pcsfmc.s\\
4

> ARGEA
3KS F;LF

FILE

_~ SEGRET

SEOUBITY. INFORMATION
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STANDARD FORM 52
PROMULGATED BY THE  *

U. 5. CIVIL, SERVICE COMMISSION
JANUARY 1950—FEDERAL PERSONMEL,
MANUAL CHAPTER Ri

REQUEST FOR PERSONNEL ACTION

IA-R

"N -

-

°57-00042A000100200011-4

If applicable, obtain resignation and fill in separation data on reverse.

REQUESTING OFFICE: Fill in items 1 through 12 and A through D except 6B and 7 unless olhenmse instructed.

L. NAME (Mr.—Miss—Mre.—One given name, initial(s), and surnamae)

.% DATE OF BIRTH

1. REQUEST NO.

4 DATE OF REQUEST

5. NATURE OF ACTION REQUESTED:
A, PERSONKEL (Specify whether appointment, promotion, separation, etc.)

B. POSITION (Specify whether establish, change grade or title, eto.)

¢ EFFECTIVE DATE
A PROPOSED:

B. APPROVED:

7.C,5. OR OTHER
LEGAL AUTHOR-

FROM—

[ e

I l DEPARTMENTAL

8. POSITION TITLE AND T0—
NYMBER

9. SERVICE, GRADE, AND
SALARY

10. ORGANIZATIONAL
DESIGNATIONS

1L HEADQUARTERS - -

12 FIELD OR DEPARTMENTAL

| l DEPARTMENTAL

A REMARKS (Use reverse if necessary)

* B. REQUESTED BY (Name and title)

D. REQUEST APPROVED BY

C. FOR ADDITIONAL INFORMATION CALL (Name and telephone extension)

2 Signature:

Title:

T

13. VETERAN PREFERENCE

14. POSITION CLASSIFICATION ACTION

A.

B. CEIL. OR POS. CONTROL

C. CLASSIFICATION

D. PLACEMENT OR EMPL.

E.

NONE | wwll |OTHER 5-P'I'._ 10-POINT I NEW | VICE | LA |REAL
DISAB. |OTHER|
15. | 16. | 17, APPROPRIATION 18. SUBJECTTO C.S. | 19. DATE OF APPOINT- | 20. LEGAL RESIDENCE
SEX |RACE| o RETIREMENT ACT MENT AFFIDAVITS :
FROM: ) (ACCESSIONS ONLY). [Jommep 7] erovep
TO: STATE:
21. STANDARD FORM 50 REMARKS
22. CLEARANCES INITIAL OR SIGNATURE DATE REMARKS:

F. APPROVED BY

16—67329-2
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. 23. RESIGNATION
) DA
1 RESIGN FOR THE FOLLOWING REASON: TE
MY LAST WORKING DAY WILL BE
(SIGNATURE)
24. SEPARATION DATA
FORWARD COMMUNICATIONS, INCLUDING SALARY CHECKS AND BONDS, TO THE FOLLOWING ADDRESS:
. (§iReET) © (EonE) ST
| BRIEF DESCRIPTION OF DUTIES '
QUALIFICATIONS
(If pertinent)
EDUCATION AGE RANGE SEX
Essential:
Desired:
ESSENTIAL QUALIFICATIONS (Experience, Skills} Languages, Area Knowledge, etc.)

DESIRED QUALIFICATIONS (Experience, Skills, languages, Area Knowledge, etc.)

S e e - U- 8. GOVERNMENT PRINTING QFFICK . 16—5732, -
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. ~ REBURITY INFORMATION
RePosep  PRocipurs FOK FERSousted AcTions (Form s, 2)

, ERSCNNEL | A DMIN
BRANQH OCEL(CFE NLA C/A/EA 2 Aprun | PDC

TAB K-y

PERSONNES
AcTion For M FFORM FORM FORN “oRm
(FORM S2) 52 5% KIEL K 52 }?: i
(s | ‘
posr'v,qg \/_ f f f
ARDEX]
FILE

— SECRET
SEBURITY INFORMATION
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Expenditure of Time of Individuals in Personnel Section - KEZ,

Brs. Now Hours
Required Saved

Titls Grade Weekly Aver. See NB. Balance
Acting Personnel ¢ 6S=9 L7.4 .k

- Personnel and Training 0. GS=9 59.L 29.8 29.6
Pemnnel' Q. G‘S-é 1{3 .0 boB 380 7
Admind strative Asst. GS~5 LOo.7 6.1 3h.6
Personnel Clerk ‘ GS=~5 Li.3 1.3
Personnel Clerk GS'-E hloB 500 36.3
*Mild tary Pers. G. GS-7 Lk, 35.2 8.8
Totals 317-1 Boc’.l 236g?

# Detailed but not assigned.

NBl - By installing Recommended Procedure_s referred to in paragraphs 1,

2y 3, L and § of lecommendations. {Concurrence on all of which has
been obtained from Acting Pers. 0.)

Salaries and overtime cost at present projected - = §36,283,40
annual rate

Cost for 240 hrs. per week (annual base of 6 regular - 23,910,00
assigned personnel) (6x)0 «2},0)

istimated yearly _savings $12,373.40

Further savings can be made bty adoption of Recommendation No, 6.
Estimated time savings of this recommendation is 2k hours per week
(60% of one individuals tine).

C %{'
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